Quick Reference (Step) ESS Leave Request

Purpose

Purpose

Employee Self-Service (ESS) enables employees to perform their own administrative tasks in support of
life and work events.

The Leave Request service is located in the 'My Working Time' workset in ESS. Employees will use this
service to submit a leave request and record all absence times (such as, Annual Leave, Sick Leave,
Comp Time, LWOP, FMLA, Military Leave, etc). Employees will not enter absences into the time sheet.
All absence hours will be entered in the Leave Request service in ESS.

Employees can enter leave time retroactively up to 30 days. In the event of unplanned absences (e.g.
illness), the employee is still required to enter their leave time into the Leave Request system when they
return to work (or notify their Leave Administrator to enter it for them). There are no restrictions for
entering leave into the future . However, it is at the manager's discretion whether to approve it far in
advance. The Leave Request process will help managers/supervisors manage their team and staffing
requirements.

Leave Request Approvals - Once the leave request is entered into ESS, it will be available for your
manager to approve it in MSS. Note: After the leave request is approved, it can still be changed by the
employee in ESS. Employees will need to make the applicable changes (Dates, Hours, or Absence
Type) and re-submit it for approval again.

Leave Request Rejections - Managers have the option to reject the employee's leave request. If an
employee has an email address in the system, the employee will receive an automated notification
informing whether the leave request has been approved or rejected. The employee can also monitor the
status of a leave request in ESS (via the 'Show Overview of Leave' option). In the instance of a rejected
leave request, the employee will need to resubmit it or delete it in ESS.

Trigger

Employees will use this service in Employee Self-Service (ESS) to submit a Leave Request to their
manager/supervisor for approval and record their absence times.

Prerequisites

A MySCEmployee portal user ID.
ESS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0O105).

e Applicable roles and authorizations (portal and SAP).

Menu Path
Use the following menu path(s) to begin this transaction:
e MySCEmployee Portal # ESS = My Working Time % Leave Request

Transaction Code
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e ESS
Helpful Hints

¢ Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the
'Back’ and 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical
results.
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Procedure

1.Start all ESS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SIVEIS

|
Welcome South Carolina State Employees

I ger oo - —
| P¥ssword - | ——
Reset Password Here
Password Reset Instructions

STATE INFORMATION
TECHNOLOGY

B*CB

SC BUDGET AND CONTROL BOARD

| SCEIS Service Desk | Privacy Policy | Security Policy |
Copyright @ 2010 State Of South Carolina

2. As required, complete/review the following fields:
Field R/O/C Description
User ID * R The MySCEmployee Portal User ID.
Password * R The employee's password.

3.  Click the Log on button [tezen 1

After the user is logged on, the tabs on the main page will vary by user, depending on their
roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

Q When using web applications that maintain or create data, always ensure you leave the
application (or log off) when you complete your work. This will prevent record locking.

4 .After logging on, the user will be defaulted to the MySCEmployee Home Page.
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Welcome essit15, MySC Em pioyee o || Exrrm | e
powered oy SEIS

Alerts and Information | Universal Worklist

History, Back

Welcome to MySCEmployee Helpful Links

SC.Gov

Employee Insurance Program (EIP)
Retirement Systems

Office of Human Resources (OHR)
Employee E-News

State Holidays

State Employee Weather Alert
SCEIS

MySCEmployee is the place where state employees can manage their human resources and payroll information on file with the State. Employees
can view their pay statements, make leave requests, and update direct deposit and contact information from any computer with an internet
connection. We hope you find MySCEmployee a useful and convenient tool.

MySCEmployee Updates

MySCEmpleyee System Availability: Payroll processing has completed and access has been restored to Employee Self Service and
Manager Self Service

Important Payroll Information: \ith the end of the year rapidly approaching. final preparations are being made for the January 1 payroll
Employees are encouraged to review the Employee Payday Checklist

MySCEmployee Password: Due to an SAP technical issue, the process for changing your password has changed. Please follow these
instructions to change your password. Note: You must be logged out of MySCEmployee befare changing your password

If you have not taken the Employee Self Service overview course, we encourage you 1o as soon as possible. The overview course
along with other MySCEmployee courses can be accessed at www.sceis.sc.gov/page.aspx?id=158

The MySCEmployee Reference Guide and other support maierials are available at www.sceis.sc.gov/page.aspx7id=166

If your agency requires you to enter time, SCEIS recommends that time is entered in MySCEmployee on a daily basis beginning on
December 2

S. Employee Self-Service
Click the Employee Self-Services tab

Welcome essit15, MySgE m p |0ye e Help | Personalize | Log Off
G

powered by SiH
WEELEN  Employee Self-Service
My Overview | MyEmpioyes Search | MyWorkingTime | MyPay | My Personalinfo | MWyBenefts | MyTraveland Expenses | My Caresr

History, Back

Employes Self-Service provides South Carolina employees with easy access to information and services

My Emplovee Search

Quick Links
Who's Who

*Quota Overvie:

*Time Statements
“Holiday Sched
*State Employee Leave Package

My Pay

*Bank Information (Direct Deposit)
*Employment Verification

*W¥-4 Tax Withholding

“Voluntary Deductions

*Savings Bonds

My Personal Info
“Address and Emergency Contacts
*Personal Data

Quick Links
Pay Statements

Ly Benefis
*Employee Insurance Program
*Retirement Forms

“Travel Request

Quick Li
yBene!

s - Emplovee Insurance Program

Iy Career
*Training and Development

The My Overview page shows all the available worksets in ESS. A workset is a grouping
of web applications based on a functional area (e.g. Benefits, Pay, Time Management,
etc.).
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6.Users can go to the next level of navigation, (the area page), by selecting the workset in three possible
actions. Also, a user can select a Quick Link to go directly to a service. Select a workset or quick link by
performing one of the following functions:

Activity Notes

Select the workset TAB. The workset tabs are located below the
main ESS tab.

forking Time Ly

Click the ICON for the workset.

M Waorking Time Click the main LINK for the workset.
Leave Request Click the Quick LINK to go directly to Leave Request service (page).

. sy MySCEmployee i | e | Lot
ponered oy SEIS

Employee Self-Service

Wy Overview | Wy Employee Search | My Working Time | MyPay | MyPersonalinfo | MyBenefis | My Traveland Expenses | My Career
My Working Time | History, Back Forward [S]
¥ [<]
I My Working Time EIE

Working Time

ere.
g times for all workdays up to DS/0S/2010 .
“our recorded times have been approved up to 0S/05/2010 \

sion
Use this to azsist you when entering your hours into your time sheet. The table converts Traditional Time to
24-Hour Time.

Heliday Schedule

Leave Requests

Quota O igw
Display your quota balances.

Time Statements

Time Statement for a Chosen Period I o .
Display your werking times, absence times, leave balances, and accurals. ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE
WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN
THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMEMNTS. THE STATE RESERVES THE RIGHT TO REVISE THE
‘CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.

@ If you select the Leave Request quick link, skip to step 8. Quick links take you directly to
the service which bypasses the My Working Time main page.

7.To go to the Leave Request service, click the link e2ve Reauest
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Welcome essitss, MyS(llsEmployee

Help | Personalize | Log Off
powes 1 S/UE

WESLSN|  Employee Self-Service

My Overview | MyEmployes Search | MyWorkingTime | MyPay | MyPersonalinfo | MyBenefts | My Traveland Expenses | My Caresr

Leave Request

History, Back Forwarc

I (emreferr=s)

—l

Display and Edit  Review and Send

wHide Calendar P Show Time Accounts  P_Show Overview of Leave

4 May 2010 June 2010 July 2010 »
Su Mo Tu We Th Fr Sa Su Ms| Tu We Th Fr Sa Su Ms| Tu We Th Fr Sz

- HEEREEAN  FEINEBOEE EEEERERE

- HEE - BHEN- BEBBEEE

B8] = [10[11[12[13[1a[15] [BEl12|14|15]1e|17]1818

Al B 242520

HE
23 -
- ERE

- ERgE 2
- HHEE

Agzent | Multiple Entrizs | Sent [l Deletion Reguastad

To request or report leave, enter the required data and choose Review.

Type of Leave: AAnnual Leave
Date: [smorz010 @ To [sM0/2010 il
ime To
Duration: [ o]kours
Approver: SMITH, TOM
Mete for Apprever: =
=]
fep
8. Perform one of the following:
To Go To
Create a new Leave Request. Step 9

Change (or delete) an existing Leave Request. Step 16

@ The Leave Request overview will default to a main Calendar, but has three headers that
can be displayed:

e  Calendar (Default)
) Time Accounts
. Overview of Leave

@ The Calendar days are color coded to indicate the status of the employee's leave requests:

AB==nt _ Blue indicates a scheduled (i.e. approved) absence.
[ ) . .

Multiple Entries ) i9ht Blue indicates a pending leave request that includes more
than one absence type on a one work day (for example, 4 hours of Annual Leave
and 4 hours of Comp Time).

* ==" _ Pink indicates a pending leave request waiting to be approved or
rejected by the manager.
[ ]

[ Deletion Requested _ o jndicates a previously rejected leave request. The

action is on the employee to either delete the request or resubmit it.

Thursday, May 27, 2010 6



Quick Reference (Step) ESS Leave Request

8'1'Click P Show Time Accounts

p Show Team Calendar P Show Calendar P Show Overview of Leave

Personnel Assignment Personnel Assignment Text Time Account Deductible from Deductible to  Entitlement Remainder Muttiple Assignments
00008531 61000124 00008531 Annual Leave | 2M4/2009 12/31/9959 75.00 Hours 8.50- Hours O
00008531 51000124 00008531 Sick Leave 214/2009 12/31/9559 75.00 Hours 75.00 Hours O
00008531 51000124 00008531 Holiday Comp | 11/27/2009 2272010 0.00 Hours 0.00 Hours O
00008531 81000124 00008531 Holiday Comp | 12/25/2009 2502010 0.00 Hours 0.00 Hours O
Row [ 1]of 4
@ Employees can view their leave balance quotas to assist in planning time off.

8.2. Click P Show Overview of Leave

P Show Team Calendar P Show Calendar P Show Time Accounts W Hide Overview of Leave

Leave Since:  |1M/2009 1] | Displﬂﬂ
Type of Leave From To Status Used
A Annual Leave | 10272000 | 10627/2009 | Sent 7.50 Hours
AAnnual Leave | 101272008 | 10142009 | Sent 25.50 Hours
A Annual Leave | 104572009 1 ¥52009 Sent 8.50 Hours

AAnnual Leave | 9292009 | 9292009 | Rejected
A Annual Leave | 9/24/2008 | 922720059 | Rejected

Row| 1/of10 [~ | =] x|

@ The Overview of Leave section shows the status of all the employee's leave requests. The

2 'Status' column indicates the status of the leave request. Note: This is the only area
employees have visibility whether their request was Approved or Rejected. After sending
a request, employees should return to check on the status.

This is also where the employees will maintain (change, re-send, or delete) their leave
requests. To maintain a request from the Overview list, select a row. The lower portion of
the screen will open the same fields as when creating a new request. Follow the same
steps as when creating a new request (follow next steps).

9.To submit a new Leave Request, input the applicable data at the bottom of the screen:
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Welcome essit15, MYSCEmptoyee el | Personaize | Log Off
pawered by SGIEIS
UL Employee seif-Service
My Overviclly | My Employee Search | MyWorkingTime | MyPay | MyPersonalinfo | MyBenefits | My Traveland Expenses | My Career
Leave Request Histery, Back
¥
I Leave Request EIF

——— .

Display and Edit ~ Review and Send

¥ Hide Calengar b Show Time Accounts ~ p.Show Overview of Leave

1 May 2010 June 2010 July 2010 »
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mc Tu We Th Fr Sa

18 1| B t]z|a|+|s| BER 1]z]a

Bz a8 lec7]=| Ble|7[s]s][w]11]2 E

B s [10[11[12]12[12]15] [BB12[12]15 12]18

Bl 12[17[18[12]20(21[22| [EEl=z0|21 2528
83|02 |24 5|6 o7 |28 28| [EH2
B 20 28

Apsent | Multicle Entries | Sent [ Deletion Requested

To request or report leave, enter the required data and choose Review.

Typeofleave  [AAnualleae [+]

Date: [s7z010 @ Te =700 g

Duration: chra

Approver. SHITH, TOM

Note for Approver =]

@ The employee's direct supervisor will default as the approver. If an employee's direct
supervisor is out of the office, an employee can select a manager/supervisor in his/her

chain of command by clicking the following button SMITH, TOM y
10. As required, complete/review the following fields:
Field R/O/C  Description
Type of Leave R From the drop-down, select the Absence Type for the leave
request.
Date R Enter the date range for the leave request.

Note: If full days are being requested, you do not have to also
add Times or Hours. The total hours will be automatically
calculated using your work schedule.

If you are requesting time off for a specific time (e.g. 3:00PM to
5:00PM), enter the start and end times for the leave request.
The total hours will automatically be calculated.

Time @)
Note: See note for Date. Using the Time fields are only used
when taking a partial day off. For example, if leaving two hours
early on a day.

Duration 0] Enter the amount of hours for the leave request.
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Note: See notes for Date and Duration. Using the Duration field
is primarily used when taking a partial day off. For example, if
leaving two hours early on a day.

The employee's direct report manager or supervisor will default.

This is the person who will receive the Leave Request and will
approve or reject it. NOTE: You may select another manager

Approver R or supervisor in your chain of command if your
manager/supervisor is absent. Use the following button to
SMITH, TOM

select another approver :
Enter any additional text for the Approver to see to assist with

Note for Approver 0] .
PP approving the Leave Request.
11.cjick [Review ¥|
nmenmrl MySCEmployee .
powered oy SGEIS
Employee Seli-Service
My Overview | My Employee Search | MyWorkingTime | MyPay | My Personalinfo | My Benefits | My Traveland Expenses | My Career
Leave Request History, Back
.
I Leave Request EIF
b [1] o

Display and Edt  Review and Send

i/ Earliest recalculation for time evaluation excesded

You want to request the following leave:
Type of Leave: A Annual Leave

Date: on Friday, May 7, 2010
Duration 7.5 Hours

Used Annual Leave: 7.50 Hours
Approver. SMITH, TOM

To send the leave request to the next processor, choose Send. You can check the processing status of the request in the overview of leave

12. Perform one of the following:
If Then

You do not want to send the Leave Request and Click

wish to navigate back to the previous screen to

make edits.
You want to send the Leave Request to the

.o | send]
approver. Click m
You want to cancel all activity in the Leave

Request service and navigate back to the My
Working Time area page (note: the leave
request will not be send/saved).

Click

3.
For the purpose of this exercise, click .
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lelcdme essil M SCEm lo ee Hels Personalize | Log Off
welch 115, mmxs@ﬂs ploy el | I Logon

VEELSN  Employee Self-Service

My Overview | MyEmpioyee Search | MyWorkingTime | MyPay | MyPersonalinfo | MyBenefis | My Traveland Expenses | My Career

Leave Request History, Back Forwa
¥
I Leave Request EIF
— 1] 2] =
Display andEdt  Review and Sen Completed

[@ The leave request has been sent.

What do you want to do next?
Requ

Goto
Go to Emy

You have requested the following leave:

Type of Leave: A AnnualLeave

Date on Friday, May 7, 2010
Duration: 7.5 Hours

Usea: AnnualLeave:  7.50 Hours
Approver: SMITH, TOM

14. Perform one of the following:
If Then
You want to navigate back to the Leave Request ¢)jok Beauest Another Absence

initial screen to request another absence or
change an existing absence.

You want to navigate back to the My Working Click 5o to bty Working Time Homepaaoe
Time overview page.

You want to navigate back all the way back to .. Goto Emplovee Self-Services Homepage
the main ESS Overview page. Click

15.For the purpose of this exercise, click 2gauest Another Absence
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Welcome essit15, MysS@gE mployee

Employee Self-Service

y Overvicly | My Empi orkingTime | MyPay | MyPersonalinfo | My Benefis | My Traveland Expenses | My Career
Leave Request | History, Back Forward
I Leave Request =]

Display and Edit  Review and Seng

w Hide Calendar  b.Show Time Accounts P _Show Overview of Leave

4 May 2010 Juby 2010

=
B

[ Apsent  Multisle Entries | Sent [l Deletion Requested

To request or report leave, enter the required data and choose Review.

Typeofleave  [AAnualleave  [¥]
Date: Sz010 [ Te  [Ei20ng

Time: 12:00 AM To 12:00 AM
Duration: IjIHuurs

Approver SHTH, TOM

Note for Approver: =

16.14 Change an existing Leave Request, click bShow Overview ofLeave  ggject the leave request to be

changed from the Overview table. The lower portion of the screen will display the details of the leave
request record.

; MySCEmployee
Welcome eSSltTS_. powywm p y

Employee Seif-Service

My Overview | My Em X y | M o o | MyBenefits | My Traveland Exper My Career

Leave Reguest | Higtory, Back

Leave Request

Display and Edit R

P Show Calendar  B.Show Time Accounts  MPHIEE

Leave Since:
TN P = ==
Sent

D

AAmnualLeave S7/2010 S7/2010 7.50 Hours

ALWoP 5/5/2010 | S/5/2010 | Approved

AAnnualLeave | 5/4/2010 | 5/4/2010 | Sent 7.50 Hours
Submit New Request

You have selected the following leave request:

Type of Leave: |A&nnual Leave

Date: 5712010

Duration

Used: Annualleave:  7.50 Hours
Approver: SMITH, TOM

4 Previous Step
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17'To change an existing record and re-submit it to your manager, click _ The lower portion of the
screen will open for edits to the leave request:

omemeel MySCEmployee A
ponenid r SVEIS

VEELEN|  Employee Seif-Service

My Overview | MyEmployesSearch | MyWorkingTime | MyPay | MyPersonalinfo | MyBenefts | My Traveland Expenses | My Career

Leave Request History, Back Forwa
]

I Leave Request ElT
—] =

Display and Edit

P Show Calendar B Show Time Accounts W Hide Overview of Leave

Type of Leave From To Status Used
| Asnnualleave s7izot0 smz0t0 Sent 7.50 Hours
|| aLwor /52010 | SISR2010 | Approved
|| AannualLeave | srar2010 | sr4r2010 | sent 7.50 Hours

BEB 0 DEH

Change the lsave request to suit your requirements and choose Review.
Typeofleave:  [AAmualleave [+

Date: [srarz010 @ o [s12z2010 Fi|

Duration: [ 78] Hours

Used Annual Leave 7.50 Hours

Approver SMITH, TOM

Note for Approver: {Ifade a mistake. Meant to request next Friday 5/14 nstead |«
of this Friday 5/7)

18. Update the fields as instructed in the previous steps to change the Leave Request. Click

then click to re-submit the request to your manager.

@ A rejected Leave Request can also be DELETED if you do not wish to re-submit it.

Q A Leave Request can be CHANGED or DELETED after it was approved. However, it will
be re-submitted for approval again to your manager.

Thursday, May 27, 2010 12



Quick Reference (Step) ESS _Leave Request

You submitted a Leave Request.
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